
 
 
If you are a graduate student wishing to receive travel reimbursement from the 
Graduate School, please follow the directions below. The Graduate School will 
award up to $400 per student; students are entitled to only one travel award per 
academic year. 
 
 

1. Before traveling to the conference, fill out a travel request form and submit 
it to the Graduate School along with proof that you’re paper or poster has 
been accepted by the conference organizers. 

 
2. Within three weeks after attending the conference, please fill out a Travel 

Expense Reimbursement Form. 
 

3. On the Travel Expense Reimbursement form, please check the LUC 
employee box if you are receiving a stipend or payment from the university 
and specify on the second page that you would like direct deposit. 

 
4. For the address section, please put your current mailing address or the 

address that you would like the check mailed to, if that is your preference. 
 

5. If you are receiving additional travel funding from another source in 
addition to the Graduate School, please get the appropriate signatures 
before submitting it to the Graduate School. 

 
6. Make 2 copies of all of your travel related receipts. 

 
7. Submit 1 copy along with the originals and the completed, signed 

reimbursement form to the Graduate School, Granada Center 400, Lake 
Shore Campus.  

 
8. Incomplete or incorrect completion of the reimbursement form will cause a 

delay in reimbursement so please double check that you have filled it out 
correctly and included all necessary original receipts. 

 
If you have any questions, please contact: 
Camille O’Brien 
Graduate School Awards Coordinator  
cobrien4@luc.edu
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