Capitalization / Decapitalization Request Form
For all FAS Tubs


This form must be completed for all endowment capitalization and decapitalization requests.  To be processed for the current fiscal year, decapitalization requests must be submitted to FAS Finance by March 15th and capitalization requests must be submitted to FAS Finance by June 1st.
Section 1:  Requestor Information


[bookmark: Text1][bookmark: Text2]Name:  	     	Date:         
[bookmark: Text3][bookmark: Text4]Phone: 	     	Email:       
Section 2:  Fund Information


[bookmark: Text6]Full title of account:	     
[bookmark: Text7][bookmark: Text8][bookmark: Text9]Tub:  	     	Org:       	Fund:       	
Action:	☐  Decapitalize	☐  Capitalize
Amount*:        
*Decapitalizations may be requested as “not to exceed” if uncertain of exact amount.
Section 3: Capitalizations


[bookmark: Text10][bookmark: Text11][bookmark: Text12][bookmark: Text13][bookmark: Text14][bookmark: Text15][bookmark: Text16][bookmark: Text17]   Please describe reason(s) for this capitalization request.  
                                        
[bookmark: Text18][bookmark: Text19][bookmark: Text20][bookmark: Text21][bookmark: Text22][bookmark: Text23][bookmark: Text24][bookmark: Text25]   Please provide a brief explanation of how the increase in subsequent years’ annual distribution income (all else equal) will be used and how this is tied to the unit’s long term academic and financial.  
                                        




Section 4: Decapitalizations


[bookmark: Text26][bookmark: Text27][bookmark: Text28][bookmark: Text29][bookmark: Text30][bookmark: Text31][bookmark: Text32][bookmark: Text33]   Please describe the planned use of decapitalized proceeds and timeframe for their use.
                                        
[bookmark: Text34][bookmark: Text35][bookmark: Text36][bookmark: Text37][bookmark: Text38][bookmark: Text39][bookmark: Text40][bookmark: Text41]2.   Please provide a brief explanation of how the unit will manage with less annual distribution income in subsequent years. 
                                        
Section 5: Approval Routing



Department Chair:  					
Associate Dean for Finance:					
Divisional Dean / Ad Dean: 					
FAS Dean: 					
Please forward this completed form and all pertinent documentation to:  
Linda Kuros, FAS Office of Finance, 1414 Mass Ave., 4th floor, #460
FAS Finance will share a copy of this form with the divisional dean, administrative dean, and tub director, as applicable. 
If you have any questions, please call 617-496-3934 or email l_kuros@harvard.edu .



