SURF CHECKLIST

The following materials must be submitted to the Office of Sponsored Programs between the day before Fall Break. Please submit all materials electronically to OGSR@uca.edu. 

· ADHE Cover page
· Copy of Student’s Resident Alien Card if student is a permanent resident alien
· ADHE Mentor form (2 pages, see form)
· Mentor CV (2 pages)
· Name, department, institution
· Brief statement of scholarly interests
· List of recent publications
· List of undergraduate advisees and projects directed in last five (5) years
· Other relevant information as space allows.
· ADHE SURF student form (2 pages, see form)
· Student CV (2 pages, see Tips and Template Tool)
· Current transcript
· Screenshot of classes student is taking this semester from myUCA
· One-page summary of proposed project (see template)
· Detailed description of proposed project (5 pages, double spaced, see Tips and Tools Template)
· Reference List/Works Cited (see template)
· Budget justification and budget (one form, mentor fills out their costs)
· Letter of support from mentor
· Letter of recommendation from faculty member #1
· Letter of recommendation from faculty member #2
· UCA Budget Spreadsheet, to be filled out by mentor (please remember to include department, college, and budget and project periods)
· UCA Cost Sharing Form to be filled out by mentor
· Check with research compliance if you are doing research on human participants or with animals by October 1: researchcompliance@uca.edu. 
· Check with Financial Aid if you receive state-funded scholarships.     

Letters of recommendation should be addressed to SURF Selection Committee and should 
· discuss the student’s academic abilities and performance,
· give specific examples of student’s merit and potential,
· be written on letterhead and sent to OGSR electronically at OGSR@uca.edu. 

The mentor’s letter of support should be addressed to SURF Selection Committee and…
· should discuss the student’s academic abilities and performance, especially as related to the project,
· outline significance of the project,
· indicate student’s ability to complete the project within the timeline,
· outline mentor’s advisory role,
· be written on letterhead and sent to OGSR electronically at OGSR@uca.edu.
