REQUEST FOR TRAVEL FUNDS, DEPARTMENT OF PSYCHOLOGY

Please refer to K:\Psychology\Psyc\Department Travel Guidelines for instructions.

 Name: _______________________________________________________________________________________ 

 Destination: _________________________________________  Conference Dates: _________________________  
 Purpose of proposed trip (present paper/poster, etc.): 

________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Travel Budget/Estimated Expenses

 Air Transportation 
$___________ 

Conference Registration                 $___________ 

 Ground Transportation      $___________ 

Other (please describe): 

 Hotel 


$___________ 

___________________________ $___________ 

 Per Diem 

$___________ 

___________________________ $___________ 

Estimated Total Request $ ___________

For this request:

Are you submitting a request for support from the Dean’s office? 

[ ] Yes

[ ] No

Are you submitting an application for travel funds from the Graduate School?
[ ] Yes

[ ] No 

Travel funds should be requested from the School of Education Dean’s office to cover air fare. The dean will cover up to $500 in air (or similar) travel per year, with multiple travel requests allowed if the first request was less than $500. For a first trip, the Graduate School will match the support provided by the department and the dean, supporting half the cost of one trip per year up to $800. If you have an internal or external grant administered through the graduate school, you may receive funding for two trips. Please request Dean and Graduate School funding for your most expensive trip of the fiscal year.  

____________



_________________________________________

 Date




Your (Traveler’s) Signature

	For Office Use Only:

Department amount: $ ______________ =  $ ____________ (travel) + $ ___________ (cont.  serv.)

__________________ 

__________________________________________________________ 

Date Approved 


Signature (Chair, Department of Psychology)


