
PAF Application Handbook:  

Hi there! This PAF Application Handbook is designed to walk you through the Excel form and highlight important considerations 

before submitting your application. We recommend having this document open as you are working on your application. If at any 

point you have questions, please don’t hesitate to reach out to the PAF Coordinator at paf@apsc.ubc.ca.  

Important Notes: 

 Please use the following format to name your application: “Funding Application – PAF 2021 STUDENTGROUPNAME”. 

 Please note that the Funding Application form includes several PivotTables, formulas and drop-down lists. We recommend being careful 

when copy & pasting information and to remember to “refresh” PivotTables. 

 Please download the sheet and make your edits locally on your own device. Uploading the sheet to a cloud server to collaborate with 

others damages the formulas. Please make sure you upload the file as an Excel file.  

Summary Page: This page includes a list of projects you’re applying for, the currency exchange rates that are used throughout the application.  

Team Roster 

1. When you’re copying pasting this information into your Excel sheet, do NOT copy & paste in the “PAF ELIGIBLE” column. This column 

includes a formula and will update itself as you fill out the table.  

 

You don't want to copy & paste in the "PAF ELIGIBLE" column. Please note some columns in the original sheet are hidden in the above table to save space. 

2. After filling out your team roster with members’ information, scroll right in the sheet to see the PivotTable below. It checks to see if at 

least 75% of the beneficiaries of the application are currently enrolled undergraduate UBC Engineering students. 

FIRST NAME LAST NAME STUDENT # FACULTY DEGREE PROGRAM ACADEMIC YEAR ROLE (IF ANY) EMAIL NOTES Involvement with 

Project 1

PAF ELIGIBLE

Team Roster (PAF)
Please don’t 

copy&paste in 

this column.

mailto:paf@apsc.ubc.ca


 
3. The PivotTable will look like the above picture as it hasn’t been “refreshed” yet. To update the PivotTable, right click on it and pick the 

“Refresh” option!  

Design and Other Project Sheets 1/2/3/4/5  

1. If you’re applying for “Design Project” or “Other Projects” funding then 

you’ll start by filling out the Project 1 Application sheet.  

2. First, fill out the tables that provide information about your project.  
3. For your budget, you need to fill out two tables: 1) Income and 2) Detailed 

expenses. When putting down your income sources you can indicate which funds 

you’ve received, which ones you’ve applied for and which ones you’ll be applying.  

 

 
 

4. When putting down your detailed expenses, pick a category for each item. Then, write down the subcategory and item name, and fill out 

the rest of the table. Do NOT write anything in columns “TOTAL” and “TOTAL IN CAD”. These cells include formulas that calculate the 

total cost for an item automatically. Please remember to categorize administrative costs under “Administrative”. 

5. Next, indicate the status of your item (if it’s been purchased or not), include a reference (a quote, link, previous expense, etc.) and put 

down any notes that might be relevant.  

 



 

6. After completing both your income sources and detailed expenses, scroll left and up to see your Overall Budget as well as budget details. 

You can see in the table below that there is another PivotTable titled “Net Detailed Expense” next to your Overall Budget. Right click and 

pick “Refresh” to update the PivotTable. Once you refresh, the PivotTable should reflect how much you intend to spend on each category 

and subcategory. 

a. If you encounter any problems with the PivotTable, please make sure you’ve picked a category in detailed expenses from the 

dropdown list. If you copy & paste over the dropdown list, the PivotTable won’t work.  

b. Cells in rows 67, 70, and 73 update automatically as you refresh PivotTables in your team roster and project sheet.  

 



 

Understanding your Design Project budget:  

The sheet will pull your beneficiary range from your Team Roster. This is why it’s important for you to update the PivotTable on the Team 

Roster sheet.  

Your Project Range (row 70) will depend on your Project Budget (row 67).  

Your project and beneficiary ranges will impact your Project Funding Cap (row 70). 

Finally, your Project Funding Cap, Project and Competition and Total Budgets will impact your Eligible Project and Competition funds (row 73).   

As cells are connected to one another, it’s really important that you refresh the PivotTable “Net Detailed Expense” whenever you update 

your Detailed Expenses.  

7. Fill out “Requested Project Funds” and “Requested Competition Funds” cells. “Total Requested Funds” will update automatically. 

 

 If you’re applying for “Other Project” funding, your funding calculation will be based on the guidelines for that category. You’ll fill out the 

sheet in the same way and it will automatically calculate your eligibility.  

PD Opportunities Sheets 1/2/3/4/5  



1. If you’re applying for “PD Opportunities” funding, you will mostly fill out 

the same sections as Design Projects applications. The tables on the left are the 

different parts specific to the PD Opportunities sheets.  

2. Once you refresh the PivotTable, the cells in rows 65 and 66 will update 

automatically. Additionally, you’ll need to fill out cell B71 to indicate your PAF 

requested amount.  

 


