PRE-DISSERTATION SUMMER TRAVEL REQUEST 
PRE-DISSERTATION TRAVEL FUNDS:  Up to $1,500 in summer travel funding is available from the department for qualifying graduate students who have indicated by Oct. 1st that they may submit a funding request by March 1st.  Pre-dissertation summer travel funds are intended for those students who wish to conduct research in Germany during the summer in preparation for their work on their comprehensive exams, Fulbright and DAAD grant applications, or initial research for their dissertations. 
        I AM ONLY CONSIDERING APPLYING AT THIS TIME (due Oct. 1st) 
INDICATING INTEREST: To indicate your interest, please check this box and complete sections 1, 2, 3, and 4 below.  That is all we need at this time, unless you are also able to provide an estimate of total expenses.  If so, please provide that, as well.  

1. NAME AND CURRENT ADDRESS 
(PROVIDE ADDRESS ONLY IF YOUR ADDRESS HAS CHANGED RECENTLY!)


     



     
2. TRAVEL START DATE          END DATE               DESTINATION        
        I AM SUBMITTING A FORMAL REQUEST FOR FUNDS (due March 1st)
FORMAL REQUESTS: To submit a formal request, please complete this form in its entirety.  Also, please provide a detailed budget in section 5.  Finally, please also attach a 300-500 word explanation of a) what you intend to accomplish and b) when, where, and with whom you will conduct research. 

3. WHEN TRAVEL OCCURS, WHAT PROGRAM YEAR WILL YOU BE? (2nd, 3rd, 4th)  



     



4. PLEASE INDICATE IF YOU HAVE RECEIVED TRAVEL FUNDING IN THE PAST; IF SO, LIST AMOUNTS, TYPES, AND YEARS
     
BUDGET:

5. TOTAL AMOUNT REQUESTED (Please list the individual items and their cost, e.g. flight: $250, hotel: $110, and total your request)
     
SPECIAL CIRCUMSTANCES:  
6. ADDITIONAL INFORMATION OR SPECIAL CIRCUMSTANCES
     
NARRATIVE:
7. PLEASE ATTACH A 300-500 WORD NARRATIVE DESCRIBING YOUR ANTICIPATED RESEARCH ACTIVITIES DURING YOUR TRIP 
RESTRICTIONS & RECEIPTS:  1. Travel advances are not available. However, if your travel has been approved, you may ask the Admin. Coordinator, Jennifer Jodell, to purchase your flight using the department Procard. When you meet with Jennifer, you should have already determined the flight you wish to purchase.  2. You may be reimbursed for meals if you have extra funds available.  Note that we will not reimburse for the purchase of alcohol and alcohol purchases should not appear on your receipts.  3. If your receipts are in a foreign language, the “total,” “description,” and “tax” lines must be translated for the benefit of Accounts Payable per university 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. If you have purchased an airline ticket, please forward the email confirmation with the itinerary and the total cost to Jennifer Jodell. After the trip, please turn in your boarding passes. 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.  
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.”) If this form is not turned in and finalized within 60 days after your return, the amount of the advance will be considered taxable income by the Tax Department.  Remember to sign and date all forms. Note that we must have an original signature on your  travel expense report.
Traveler’s signature & date
               Chair’s signature & date 
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