
Community Fund – Overview 

The Department of Chemical Engineering is committed to creating a culture of belonging and inclusion. Towards this 
goal, we have created the Community Fund to support community-oriented activities and programming for members 
of our community. The Community Fund offers the Chemical Engineering community the opportunity to create and 
host events in the Department that strengthen and enhance our community culture.  

We invite all members of the ChemE community to submit applications for creative programs and events that 
support the Department’s mission to create a welcoming and inclusive culture. Applications will be reviewed by a 
subset of ChemE’s DEI Committee.  

Applications will be considered on a rolling basis and should include the following: 
• Detailed proposal (2 pages maximum: one-page narrative and one-page breakdown) which

1. identifies and addresses a community need,
2. a description of the proposed plan to addressing it and
3. the potential impact if successful, including any anticipated long-term benefits for the Department to

foster community building.
• A detailed breakdown of how funds will be spent and the anticipated timeline:

o Number of participants
o Number of events
o Cost of publicity
o Cost of food and beverages
o Cost of local transportation
o Cost of materials and services

Events requests should address the community and renewal objectives from the department’s Strategic Plan: 
• Belonging: Create a culture in which all community members feel welcome, enabling inclusion and using

established best practice in DEI.
• Achievement: Enabling individual successes across a diverse community.
• Composition: Continue to position ChemE as a global leader and community by serving as a magnet for a

wide range of talented people.

Funding will not cover the following: 
• Equipment (computers, furniture, video equipment, tents, etc.)
• Research/design work/major & course-related work
• Alcohol
• Air travel, hotel accommodations, off-campus retreats, or distant trips
• Past events
• Food for planning meetings
• Gift cards and prizes

(Funds to support Speaker Fees or Stipends may be requested, but are subject to approval by DEIC Leadership and 
the Department Head) 

Upon completion of the event or program, organizers are required to report on their project with a summary of the 
event or activity, a budget that reflects actual costs, descriptions and demographic data on attendees, photos, and 
marketing posters. (We encourage coordinating with the Department’s social media managers to highlight the event 
when appropriate to celebrate the event!)  

Community Fund proposals and any related questions should be emailed to communityx@mit.edu. 
All applications will be reviewed within two weeks of submission.  

https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:b31d39cc-5f1d-343a-a032-f9183d5a3f39
mailto:communityx@mit.edu


Application – Project Breakdown 

Details 

I am applying as a ☐ Graduate Student  ☐ Undergraduate Student
☐ Staff   ☐ Postdoc/Scholar/Fellow  ☐ Faculty/Lecturer

Primary applicant name 
Primary applicant email 
Organizers 
Partnering Organizations 
Event name 
Event location 
Anticipated start date Anticipated end date 
Anticipated start time Anticipated end time 
Target Audience 
Estimated Attendance 

How/where will you publicize 
your project? 

If applying as a student group/staff group, please indicate that group here: 
MIT Cost Object (account number for funds transfer)* 

       Budget 
☐ Applicant will attach a separate, itemized budget sheet instead of filling out this budget table

If you are attaching an itemized budget document, instead of filling out this table, please be sure to include all the categories listed 
in the provided budget table i.e. items, vendor, payment method etc. 

Item Vendor 
Payment Method 

(RFP, Cost Object, 
PCard) 

Date Funds Need 
By Amount 

$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 

Total Requested $ 

Total Requested/Received from partnering organizations $ 

* (Notes: this is not your student account or MIT ID number; if you do not have a Cost Object, type N/A)



Application – Project Narrative 

Describe your project in 3-5 sentences. Please include the community need your project identifies and a 
description of how your project addresses it.  

Project requests should address the community and renewal objectives from the department’s Strategic 
Plan. Which strategic plan objectives does your project fall into? Briefly explain how your project falls into 
one or more of the strategic plan objectives.  

What are your desired outcomes for the project? How will you measure the successes/risks of your project? 
Include any anticipated long-term benefits for the Department to foster community building.  

Please provide a timeline and description of your implementation plan. 

https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:b31d39cc-5f1d-343a-a032-f9183d5a3f39


Application – Agreement & Signature 

Signature

Date

We are piloting a new application and would love your feedback on the application and process – click 
here to provide your feedback. 

• Alcohol
• Past events

• Food for planning meetings
• Gift cards and prizes

☐ I understand that the DEIC will not review/fund any of the following bulleted items. I will not use any
designated DEIC community funds to purchase:

or distant trips

☐ I understand that if a purchase is made using personal funds, MIT’s tax ID number or tax-exempt form should
be provided before completing the purchase to avoid being charged sales tax. If a purchase is made that includes
sales tax, I understand that the sales tax amount must be removed from any reimbursement requests, as MIT will
not reimburse the sales tax. Once charged tax for the purchase, the seller is unlikely to remove the tax after the
sale is made.

☐ I understand that if my project includes any of the bulleted items below, supplemental instructions and
requirements will have to be provided in collaboration with the ChemE Program Coordinator and potentially
additional department/institutional resources.

• Entertainment
• Movie Screenings
• Interactions with Children (under 18)

☐ I understand that funds to support Speaker Fees (honorarium, travel etc.) may be requested, but are subject to
approval by DEIC Leadership and the Department Head

☐ I understand that upon completion of the event or program, organizers are required to report on their project
with a summary of the event or activity, a budget that reflects actual costs, descriptions and demographic data on
attendees, photos, and marketing posters.
Template questions/forms to gather and recieve feedback from your audience can be provided upon
request. (We encourage coordinating with the Department’s social media managers to highlight the event, when
appropriate, to celebrate the event!)

☐ I understand that all Community Fund applications will be reviewed within two weeks of submission. Applicants
should be mindful of time to coordinate and execute projects (normally about a month). The DEIC will not review/
fund projects in the past or that fall within the two week review period.

• Open to the public (non-MIT)
• High Attendance (over 100)
• Car Rental
• Travel Off Campus (for participants)

• Equipment (computers, furniture, video equipment, tents,
etc.)

• Research/design work/major & course-related works
• Air travel, hotel accommodations, off-campus retreats,

or distant trips

https://mit.co1.qualtrics.com/jfe/form/SV_ba6MefIPgsRjUnI
https://mit.co1.qualtrics.com/jfe/form/SV_ba6MefIPgsRjUnI
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	Target Audience: ChemE Community: Staff, Faculty, and Students
	Estimated Attendance: 15
	MIT Cost Object account number for funds transfer: 1234567
	Applicant will attach a separate itemized budget sheet instead of filling out this budget table: Off
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	Primary applicant name: Christelle Hayles
	Primary applicant email_es_:email: christellehayles@gmail.com
	Organizers: Naomh Fairweather
	Partnering Organizations: MIT Black Student Union
	Event name: Black Heritage MOnthe Celebration: African American History/Freed Trail Tour
	Event location: Cambridge, MA
	Anticipated start time: 10:30 AM
	Anticipated start date_es_:date: Feb 5
	Anticipated end date_es_:date: Feb5
	How/where will you publicize your project?: Building 66 Monitors (Lanandra Russell), Flyers, Posters, email listserves, DEI Newsletter (Christelle Hayles), BSU Social Media Account
	If applying as a student group/staff group please indicate that group here: N/A
	Payment Method Row1: Naomh - PCard
	Payment Method Row2: I don't know - need help!
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	Amount Row7: 
	Amount Row8: 
	Amount Row9: 
	Amount Row10: 
	Total Requested: 625.00
	Total Requested/Received from partnering organizations: 40.00 BSU
	Description of Project: The freedom trail tour provides an opportunity for ChemE community members to come together and learn about the historical local influences and engagement of Cambridge communities and infrastructure during the colonial period. The community need that this is addressing is multi-tiered: A) A chance to get out of the office and come together B) a chance to learn about under-discussed Cambridge communities and their impact/historical significance/contribution to Cambridge/MIT/ChemE (Fun fact: E17-19 used to be a chocolate factory) C) and getting a new perspective/lense/ framework on your surroundings in Cambridge/MIT and being able to share that with others (professional development. networking, points of connection).  
	Strategic Plan Objecytives: Belonging because this event is providing the ChemE community an opportunity to come together around community - not just work/STEM. This will also provide black people and people of color largely, a space where that history is unpacked and discussed intentionally. This also signifies the departments commitment to providing a space where all community members can thrive, and so this event signifies that the ChemE community includes systemically marginalized communities that make it better and successful. 
	Desired Outcomes/Success/Risks/Community Benefits: We hope to fill all 15 spots for the walking tour, the more we fill - the more successful we believe that we are in this event. Gaugin post event engagement and discussion as a measure of success but also to identify if this is a longstanding need. IF multiple folks provide feedback, int he feedback form we send out, saying they wish this happened more often/ and/or they wished they could bring more people - than this is not only a success, but a reason to resubmit for this event again in the future.
We also want to ensure everyone who is interested can meaningfully engage in the tour - so we are also asking community members if they have any accessibility concerns in our registration form - and we take those to Cambridge Tours to address by Jan 15th. 
If successful, and there is a clear need to expand this event - ChemE can pioneer this annual activity and use it for recruitment, visiting committee etc. 
	Timeline and Implimentation: Use budget dates and work backwords
	Today's Date_es_:signer:date: 
	I understand that all Community Fund applications will be reviewed within two weeks of submission: On


