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2013 Green Fee Application – Instruction Booklet 

The UT-Austin Green Fee is dedicated to environmental services, projects and scholarships 

at UT-Austin.  The fee itself is collected with tuition on a per-semester basis. The student 

majority Green Fee Committee (GFC) has been established to review and award funds to 

projects.  Additional green fee and GFC background is available at 

http://www.utexas.edu/sustainability/greenfee 

Please use this booklet in preparing your application. In addition to the general instructions 

and guidelines below, there are seven (VII) parts to a complete application. Please be sure 

you refer to the booklet frequently while assembling your application.  

Projects will be evaluated and scored on how well each applicant completes the requirements and addresses the 

guidelines laid out in this booklet.  

Requirements  

DEADLINE: TUESDAY OCTOBER 1, 9:00 PM 
VIA EMAIL TO GREENFEE@AUSTIN.UTEXAS.EDU 

 
 Because of the time needed to collate and review applications, there will be no deadline extensions.  

 Proposal Applications shall be no more than 15 pages maximum. 

 All narrative text should be in Times New Roman, 12 point, with 1” margins. The only exceptions allowed 

are within graphics or design files.  

 Please create a single PDF of your entire completed application prior to submission. Your source files may be 

of any type (Word, PowerPoint, Excel, etc.) but you must “print to” or “save as” pdf and assemble the pdfs 

into a single file before sending.  

 The application must be submitted electronically; hardcopy submissions will not be accepted. 

 The primary contact(s) provided in the first section of the application must be valid and reachable 

through August 2013 at the phone and email addresses provided. Failure to respond to Green Fee/Office 

of Sustainability communications may result in a withdrawal of funds. Notify the Green Fee Coordinator 

if the primary contact changes or if there will be any necessary break in communication.   

Guidelines  

 Any University student, staff member, or faculty may submit a project application. Each project must have at 

least one primary individual contact. Projects may be represented as the work of one or more units (including 

departments, organizations, and institutes) in collaboration.  

 Individuals and organizations external to UT-Austin may not submit proposals. They may be named as part of 

the stakeholder team, but not as the main implementation unit.  

mailto:greenfee@austin.utexas.edu
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 The green fee cannot support projects already mandated by law or UT-Austin policy directive (e.g., 

standards for green building in new construction), since UT-Austin is already obliged to allocate funds 

for such projects. 

 The green fee may be used for infrastructure efficiency improvement projects, i.e., up-grading current 

facilities so that they are energy efficient, but it cannot be used for financing new infrastructure projects, 

e.g., new buildings. 

 Most proposals require additional review and approval by academic or operational units of the 

university. The GFC shall determine when a proposal requires such additional approval and assist 

applicants with seeking approvals.  

 Direct student involvement in projects is strongly encouraged. 

 Projects must provide, relate to, or support an environmental service to UT-Austin’s campus.  

 All proposed projects must have clearly defined, measurable outcomes. 

 Staff and faculty salary estimates should be considered provisional until reviewed and approved by 

department chairs or staff supervisors. Estimates are only to give the Committee an approximate feel for 

the size of the allocation.  

 Similarly, consultant services, construction, and materials purchases should be considered best estimates 

only, since all purchases will be subject to UT-Austin procurement procedures.   

 Proposals may include establishing scholarships for students pursuing sustainability educational goals, 

such as degrees, internships, and research projects. 

 If a project is expected to have on-going benefits (e.g. annual cost savings), the project plan must 

include a mechanism for reporting these benefits back to the GFC and relevant units within the 

University. 

 Projects must address publicity, education, and outreach. 

 Proposals may not be longer than three years in duration. 

 

Application Sections 

I. Cover Letter/Email 

Each grant applicant team must verify their application’s accuracy, and their willingness to adhere to 

program policies, by one of the following methods. Both must include this text: “By signing below I am 

indicating the information in this application is true to the best of my knowledge, and I am assuming 

responsibility for this proposal, should it be awarded funds. I understand that failure to respond 

within 30 days to an offer of funds may result in my funding being withdrawn and reallocated.”  

a. Scan a cover letter with the verification text (above) and signatures of the primary grantee and 

team. Include this as part of your application pdf.  
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b. Paste the above text into the email via which you send your application pdf. Include your full 

name in the email. The email will be considered your virtual signature.  

II. Contact Information 

Provide the name, major, departmental and organizational affiliations, email address, and phone for at least 

one primary contact. In addition, please provide email addresses for any individuals that should be 

considered members of your grantee team and included on regular grant communications.  

III. Abstract 

Provide a 400-500 word summary of your project idea, including: 

a. Start Date 

b. End Date 

c. Approximate Total Cost 

d. Amount Requested from Green Fee, if less than total cost 

e. Whether this is a multi-year request 

IV. Description 

a. Requirements 

i. The Proposal Description may be no more than five (5) pages out of the 15 maximum for 

the application. Use Times New Roman, 12 point font, 1.5 line spacing, and 1 inch 

margins top, bottom, left, right. Proposals not meeting these formatting requirements will 

not be reviewed. 

ii. Results of Prior Green Fee Support. If your project is identical to or closely related to a 

past funded Green Fee project, please include a summary (500-1000 words) of your past 

project results. You should address accomplishments and challenges, expenditures, and a 

justification for continuing. 

b. Guidelines. Address as many of the following questions as possible.  

i. How does your proposal address environmental services efforts at UT-Austin? What are 

the expected environmental benefits to the campus and campus community?  

ii. Are there educational benefits or goals for your proposal?  If your proposal involves 

funding scholarships or student research, explain the anticipated learning outcomes.  

iii. Are there any estimated cost savings to campus (e.g., number of kWh saved, gallons of 

water saved, etc.)? If none, please explain. 

iv. Are there any estimated social equity benefits to campus (e.g., safer work conditions, 

enhanced quality of life, etc.)? If none, please explain. 

v. Related to i-iv above, how will you know that your project is successful? What metrics 

(measurements) will you use to describe your accomplishments?  
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vi. Does your project tie into any broader or existing campus sustainability initiatives? If so, 

how?  

vii. Describe the process and steps of implementing your proposal.  

viii. If your project team is partnering with other organizations, departments, or off-campus 

entities, please explain their involvement and include their contact information on the 

Team page.  

ix. How much of your project will students be involved in? What roles will students play in 

your project? Does your project target a certain section of the student body?  

x. What is your plan for publicizing your project on campus? How visible and accessible 

will your project be to the general campus population?  

 

V. Timeline 

List major tasks and milestones chronologically and estimate how long each task will take to be completed. 

Note that funds will be available no earlier than 9/15/2013. At minimum, the following items should be 

included on your timeline: 

a. Target dates for start and completion of overall project  

b. Approximate dates of major purchases  

c. Approximate dates of staff  hires  

d. Approximate dates of selecting consultants or vendors (if applicable) 

e. Date by which you expect to have spent all Green Fee funds  

 

VI. Budget  

a. Instructions 

i. Use the Excel spreadsheet provided as a separate download to create your budget.  

ii. Feel free to make additional copies of the budget sheet or to add lines to a budget 

category if needed. 

iii. List all budget items for which funding is being requested under the appropriate category. 

Not every proposal will include expenses in every budget category.  

iv. Also indicate non-GFC funds such as in-kind time or donations, or cash from another 

source.   

v. If a multi-year request, please make copies of this budget sheet for future years and 

append to application. 

vi. The proposed staff names, affiliations, and roles should be described in the application 

description (section IV), above.  

vii. The Office of Sustainability is happy to consult on budget development; contact us at the 

above email address. 
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b. Guidelines 

i. Personnel: The sample spreadsheet below should help with estimating budget amounts 

for personnel based on their current status with UT-Austin and how much time a person 

will spend on the proposal.  

1. For non-student staff and faculty, estimate a budget amount for their time and 

seek approval of appropriate department chairperson.  

2. For student staff, calculate a budget amount based on an hourly wage rate 

(www.utexas.edu/hr/student/compensation.html). 

3. If a person will be volunteering some or all of his/her time, calculate their budget 

amount per the appropriate method above and indicate as an in-kind amount in the 

budget sheet.  

 

ii. Consultants/Professional Services: List any non-UT personnel involved in the 

proposal, independent companies or vendors providing any type of consulting or 

professional services. If you have price quotes from vendors or historical budget 

information for projects that have occurred previously or are on-going, please submit 

those with this application. The GFC may request supporting documentation. Final 

pricing and contracting for consultants must be handled through the Office of 

Sustainability or an academic unit that has agreed to partner in the Green Fee project.  

iii. Capital Costs & Supplies: List the estimated cost of durable goods and equipment 

(solar panels, vehicles, etc.) in your proposal. Also list any construction or installation 

costs to the best of your ability.  The GFC may request supporting documentation for 

your estimates. Also include here consumable goods and supplies (t-shirts, water bottles, 

etc.) in your proposal. The GFC may request supporting documentation for your 

estimates.  

iv. Travel: Travel is not an encouraged category of expense, but the GFC recognizes that a 

limited amount of travel may be justifiable for certain projects. International travel 

cannot be supported by Green Fee funds. If you request travel, please provide a detailed 

justification for the expense. 

v. Advertising/Publicity/Communications: List any costs related to buying advertising 

or community outreach and awareness for your proposal. The GFC may request 

supporting documentation for your estimates.  

VII. Budget Justification and Other Funding 

a. Provide explanation of the major budget items. 

b. If your project is implemented, does it require any on-going funding after its completion? If yes, 

what is your strategy for supporting the project after this initial period to cover replacement, 

operational, and renewal costs? 

http://www.utexas.edu/hr/student/compensation.html
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c. List any additional sources of funds (including in-kind contributions) for this proposal. Clarify 

whether the funds are already approved/secured or if they are also in the proposal stages.  


