Formats for allocation of  FOS-administrative months by organizations  v.09-3

Procedure for allocation and disbursement of administrative months per organization

· For organizations with several board changes or commissions per academic year the governing board submits an overview (format 1) of the allocation of granted FOS- months to the (sub)boards and commissions at the latest together with the first individual applications referring to these months. 
· Shortly before the change of a board or commission, the organization prepares a declaration (format 2) with the allocation of months to individual resigning members of the relevant board or commission. 
· Resigning members of the relevant board or commission fill in the individual applications for FOS disbursement and submit them via the organization. There are different application forms for students with and without Dutch study financing. 
· Within one month after the change of board or commission the organization submits the declaration of allocation of months to resigning board members (format 2) to secretary.ssc@wur.nl. 
· A corresponding paper copy is sent together with all individual applications and possible appendices to the secretariat of the Student Service Centre, PO Box 414, 6700 AK Wageningen (or via the student desk). If the e-mail copy is not sent from the official WUR-account of the organization, then a signature of the president or secretary is required on the printed copy. 
Tips and recommendations

· Always use the most recent updates of the forms and formats from the website  
  www-wageningenuniversiteit.nl/UK/education/studentinformation/forms… 
· Administrative months available for a specific academic year should be allocated to boards, commissions and persons that are mainly active in that academic year.  Administrative activities should not be debited to months that are not granted yet. 
· A FOS-grant is a personal compensation. The number of months allocated to a board member corresponds to the workload of the administrative task as laid-out in the application to the Executive Board, and to the duration. In case of major incidental changes, please contact a dean for students. The minimum is 2 months per person. The amount can be rounded off to 1 decimal. 
· If governing board members with 12 FOS months choose to have monthly disbursement during the administrative period, then the organization can submit these names with their application forms in the same manner at the beginning of the administrative period. 
· Student governors who serve for several consecutive years within one board, should submit an application via the organization for each academic year. There is a maximum amount of FOS per individual over the entire study at Wageningen University. 
Further information and advice

Information about the status of applications can be obtained via secretary.ssc@wur.nl 

For further information on the FOS-regulations see the Student Charter Appendix VI  or contact the deans for students:  0317-483618 / studentdean@wur.nl. 

You can also make an appointment for advice via 0317-483618 or via the student desk. 
Formats 1 and 2 for allocation of FOS-months by organizations: see below
Format 1 :  Allocation of FOS months over governing boards / commissions 

	Organisation:            

	Academic year to which the FOS-months refer: ( yyyy / yyyy)


	Name of board / commission 
	Period (mm-yy to mm-yy)
	Number of months 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total for the organisation: 
	


Signed by: 
Function:
Place: 
Date:                                               Signature:
Format 1 is only required for organizations with several non-synchronous (sub-) boards, commissions or administrative cohorts per academic year.
If all available months can be allocated to persons at once via format 2, then format 1 can be skipped. 

This form must be filled in and signed by a member of the governing board and sent to the Student Service Centre; PO Box 414,  6700 AK Wageningen, or sent from the official WUR-account of the organization to secretary.ssc@wur.nl.

Format 2.  for allocation of months to members of a governing board or commission who apply at the same time.
This form must be filled in digitally, and sent as e-mail-attachment to secretary.ssc@wur.nl ; 
Also send a print, together with all relevant individual FOS-applications, to the secretariat of the Student Service Centre, PO Box 414,  6700 AK Wageningen 
	Name of organisation


	


	Acad. yr 1

yyyy – yyyy 
	Organisation/commission1


	Name student 
mr/mrs, Initials, prefix, Surname
	e-mail address 2
	Student number: 
	Bankaccount.nr.3
	Mnths4
	Administr.period
 From        Until

mm-yy     mm-yy

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total for commission or organisation :
	
	
	


1) please fill in for each applicant (academic year of the allocated months; short name of organisation, name of sub-board/ committee or cohort) 
2) preferably WUR-account and if possible text without hyperlink 
3) in case of a foreign bank account, enclose a separate payment form of SSC (student desk) as annex of the individual application, and mention ‘see annex’. 
4) allocated administrative months (rounded to one decimal place); minimum 2 months per person. 
Signed by: 







  Function:

Place: 



Date:                                       Signature:
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