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Instructions for the Financial Assistance/Sponsorship Payment Form: 
Instructions for the Financial Assistance/Sponsorship Payment Form: 
This form must be used for financial assistance/sponsorship payments to outside organizations (Recipient) in accordance with OBFS Policy and Procedure Manual Section 8.
For financial assistance/sponsorship payments less than or equal to $5,000, a contract is not required.  The requesting unit must obtain written assurances from the Recipient that it will not use funds to:
         a)  carry on propaganda or otherwise attempt to influence legislation;
         b)  influence the outcome of any public election; 
         c)  carry on, directly or indirectly, any voter registration drive; or,
                 d)  conduct illegal activity.
 
For financial assistance/sponsorship payments over $5,000, submit this form to the appropriate Purchasing Division, using the Illinois Contract System(iCS), or Contract Approval Routing Form(CARF).  A Financial Assistance Award Agreement is required to be signed by the Recipient and the University Comptroller, or designee, prior to submitting to the Travel and Expense Management system(TEM). 
 
Create an Expense Report in TEM using account code 186550.  Attach this form along with any supporting documentation, including the contract number, if applicable.
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By signing below I certify that:
The information provided in this form is true and accurate.This financial assistance/sponsorship payment will not be made using state fundsThe requesting unit has obtained the required written assurances from the Recipient         (for financial assistance/sponsorship payments less than or equal to $5000)
 
Click in the signature field above to create your digital approval.  Upon signing you will be prompted to save a copy of the form for your records.  If you have not used a digital signature before use the document, Setting up your Adobe Digital Signature/Approval, to assist you. 
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