GRADUATE STUDENT TRAVEL REQUEST FOR (check one):
      DEPARTMENT FUNDS, or

      DISSERTATION FELLOWSHIP FUNDS

DEPARTMENT FUNDS: Travel funds from the department are available to every graduate student. Graduate students (including students off-campus) have a lifetime limit of $1500 which they may use for pre-approved travel. (Exchange students have a $250 lifetime limit.) Generally, for each trip, hotel, and flight costs as well as conference registration are the items submitted for reimbursement (similar to the same policy the faculty adheres to).

•         Conference travel is only reimbursable if you give a paper at the conference in question. 
•         You need to request travel funds by the end of the first week of a given semester in order to receive support during the semester in question. Please make sure to file the proper form with Sweta Khanal  for the Chair’s pre-approval. We will not consider requests without proper pre-approval.
DISSERTATION FELLOWSHIP FUNDS: Dissertation Fellowship Travel Grants Funds are provided on your behalf by the graduate school. The department handles the paperwork and the reimbursement, however, so you do not apply to the graduate school; rather, please submit this form to the Chair.
NAME AND CURRENT ADDRESS 



WHEN TRAVEL OCCURS, WHAT PROGRAM YEAR WILL YOU BE? (2nd, 3rd, 4th, DF?)  ARE YOU AN EXCHANGE STUDENT?



PLEASE INDICATE IF YOU HAVE APPLIED FOR AND RECEIVED TRAVEL GRANT FUNDS IN THE PAST; IF SO, LIST AMOUNTS AND YEARS
TRAVEL START DATE                       END DATE                       DESTINATION   
Payment explanation:

 FORMCHECKBOX 

Present paper
 FORMCHECKBOX 

Conference name 

 FORMCHECKBOX 

Attend MLA Conference

 FORMCHECKBOX 

Other
     
DETAILS OF REIMBURSEMENT:

TOTAL AMOUNT REQUESTED (Please list the individual items and their cost, e.g. flight: $250, hotel: $110, and total your request)
SPECIAL CIRCUMSTANCES:  
ADDITIONAL INFORMATION OR SPECIAL CIRCUMSTANCES
     
ATTACHMENTS:  If you have purchased an airline ticket, please attached the email confirmation with the itinerary and the total cost. After the trip, please turn in your boarding passes, if you were given them. If you are asking for reimbursement for a hotel reservation, please attach the email confirmation from the hotel showing the total price and dates of stay. 
RESTRICTIONS & RECEIPTS:  1. You will not be reimbursed for the purchase of alcoholic beverages. 2. Generally, you will not be reimbursed for meals. 3. If your receipts are in a foreign language, they must be translated (for the department staff but also for the benefit of Accounts Payable and the Finance Office, per their policy). 4. Accounts Payable will determine a conversion rate for any purchases in Euros, so you do not need to do conversions on the receipts. 5. Travel advances are not available. You must advance the cost of the trip and be reimbursed later with a Travel Expense Report. 6. Note that all receipts should be accompanied by a Receipts Form (available beneath the mailboxes in the main office, in a purple folder). 
AFTER THE TRIP: You must fill out a Travel Expense report within thirty days of your trip. (This form is on the department’s website under Forms in the Graduate Section.) If this form is not turned in and finalized within 60 days after your return, the amount of the advance will be considered income by the Tax Department and it will be included in your taxable income on your W-2. 
Remember to sign the form! 
Traveler’s signature & date
Chair’s signature & date 




                        Matt Erlin, Chair
