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                                                            2009-10 TRAVEL REQUEST FORM                                                                                     The Graduate School                                                                                Granada Centre, 4th floor                                                                                       Lake Shore Campus                                                                                               (773) 508-3396

Please read the following very carefully.
The Graduate School will reimburse graduate students for up to $400 for travel-related expenses to one conference during the current fiscal year (July 1, 2009 through June 30, 2010). Please be advised that these monies are available, on a first come, first served basis, for students who are to (1) present an original research paper at a conference; (2) serve as a group discussion moderator; (3) present at a poster session. 

Funding will be given only to those applicants who can demonstrate their participation in a conference at the time they apply. Therefore, a copy of an acknowledgment letter or the appropriate program page(s) documenting your professional participation at the conference indicated below MUST accompany this request. You must submit this request form and the required documentation prior to the conference for consideration.

Name:_______________________________________________________________________________

Department:_________________________________________DAYTIME Phone:___________________

E-Mail Address:_______________________________________________________________________

Conference Name:_____________________________________________________________________

                               (Please do not use acronyms.)
Location:___________________________________________ Dates:____________________________

  (CITY and STATE or COUNTRY)
Presentation title:______________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

It is the applicant’s responsibility to secure the approval of the department chairperson or GPD.  Failure to do so will cause a delay in the processing of this request.
GPD’s or Chairperson’s Approval______________________________________ 
Date:______________________

PLEASE NOTE:
Allocation of funds will be made contingent upon receipt of documentation of conference participation.

The maximum subvention is $400.

The standard mileage rate for cars used for business purposes is $0.55 per mile.
The standard meal allowance is $60.00 per day.

A Loyola University Travel Expense Reimbursement Form must be filed with the Graduate School within three weeks after the conference.  To meet the demands of the Accounts Payable Office, the graduate student must attach his/her portion of the airline/train/bus ticket, all pertinent convention expenses, such as the original hotel bill and all original meal receipts, and a copy of the conference program.  The Travel Expense Reimbursement Form and all attachments should be sent to the Graduate School, Granada Centre, 4th floor, Lake Shore Campus.
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