
Instructions for completing the ACMFF Request Form A/O JUNE 2016 

Tabbing will jump cursor to required GREEN cells. If your request is not for lessons, ignore those few fields. 

Please complete the form by typing into the electronic version available on the “Using the ACMFF” page. NOTE: forms 

must be attached as excel documents and submitted by secure email electronically to 

AlleghenyCountyMusicFestival@alleghenycounty.us. Please put “[secure delivery] ACMFF request Child’s first name/last 

initial” (e.g., [secure delivery] ACMFF request Bobbi D.) in the subject line. 

Submitting a request does not guarantee full or partial funding.  All decisions are made by the ACMFF Committee 

members.  The Court cannot order the Committee to fund a request.  

~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~*~ 

Date: Enter the date you send it to the ACMFF.  

Child’s name: Please spell correctly and use the child’s full FIRST name and last initial ONLY (for HIPAA) .  

Child’s age: Enter in years. 

Child’s residency: 

 If “Out-of-home placement” is selected, no income or number of parents or siblings needs to be declared. 

 If “Home with” is selected, please indicated the number of parents and siblings the child lives with and the 

household’s MONTHLY gross income. 

Requestor information: Some of this can be copied and pasted into the fields below. 

Item or service requested: State the specific make and model of an item or the duration and type of opportunity/ 

lesson/membership. 

 Lessons/classes: There are special requirements for these requests. Please see guidelines posted on the page 

noted above. Enter the date the classes start and when they end. Processing takes at least two weeks. 

 Summer camps: There are special requirements for these requests. Please see guidelines posted on the page 

noted above. Processing takes at least two weeks. 

Total cost: Compute total cost by multiplying the cost of non-clothing items by 1.07 to add tax.  Also consider extra 

annual registration fees when requesting payment for lessons or memberships. 

Need/Description/Notes: Please read and follow the detailed instructions in that box.  Please read the red disclaimer 

carefully. Your signatures on the need/description letter indicate that you agree with all three points.  

Signatures on the letter: 

 Unless the request is identified during a team meeting, the requestor and his/her supervisor must sign the 

letter.  

 If the request is identified during a team meeting and the requestor’s supervisor is not present, the team 

manager may sign the letter and the supervisor of the team manager may sign as the supervisor. In this way, a 

request can be completed during a team meeting even if the requestor’s supervisor is absent. 

Please attach: No request will be submitted to the committee without the needed documentation. These include the 

above letter with signatures in ink, proof-of-cost and a W-9 for the vendor if it’s not already on-file. NOTE: A list of the 

W-9s on file with the ACMFF is available on the webpage mentioned above. These may be attached and emailed. 

Requestor information: Complete as indicated.        Vendor information: Complete as indicated. 

QUESTIONS: If you have questions, please contact the ACMFF coordinator at 412-350-5225 or 

AlleghenyCountyMusicFestival@alleghenycounty.us  
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