ALBION COLLEGE

2011-2012 FACULTY TRAVEL FORM

1.  Complete this form. Use this form only if you are requesting travel funds from the Office of Academic Affairs.  You are eligible for these funds ONLY if you are presenting a paper at a professional meeting, and documentation of your presentation will be required.  IF any funds are available after all requests for support to present papers have been met, consideration will be given to other requests where attendance is required such as chairing a session, etc.  We anticipate that the amount approved will not exceed $900 (or $1,200 for an international conference).

2.  Obtain your department chair's approval, and INDICATE HOW YOUR DEPARTMENT TRAVEL FUNDS ARE BEING USED.
3.  Submit TWO copies of the completed form to the Provost’s Office along with a copy of the proceedings of the meeting listing your professional contribution (REQUIRED if funds are to be approved).  Academic Affairs Office signature assures funds are encumbered.  One copy will be returned to you.

4.  This form must be approved before a direct payment voucher or a request for reimbursement can be submitted.

5.  Reimbursements can be made only if an expense report is submitted within TEN days after completion of trip.  Original, itemized receipts must accompany expense report.  You must include the destination and purpose for travel on the expense report.

NAME                                                              DEPT __                 ___________
DATE  _____________

1.  Title of Meeting/Name of Organization  ______________________________________________

_________________________________________________________________________________                                                                                                                                                       
2.  Purpose for Attending Meeting: _____________________________________________________

3. Title of Presented Paper/Chaired Session: ______________________________________________

__________________________________________________________________________________

4.   Meeting Location:  _______________________________________________________________

5.   Dates of Absence from Campus: _____________________________________________________

6.   Arrangements for Classes: __________________________________________________________

7.   How are department travel funds being used? 







8.   Estimate for Travel Expenses________________________________________________________


a.  Registration: 




$  ____________

b.  Transportation (by the cheapest practical means): 
$_____________                         



(airfare, train, bus, car – 55.5¢/mile)


c.  Room and Board: 




$ _____________   

TOTAL ACADEMIC AFFAIRS FUNDS REQUESTED: 
$ _____________     

Approved by Chair:
                                                                                
 ________________          




                     (Signature )



         
(Date)

Provost’s Office:
                                                                                 
________________   




                     (Signature )  


          

(Date)

