TRAVEL POLICY

COLLEGE of ARTS and SCIENCES

Background
Given the continued commitment of our faculty to research and scholarship, the College of Arts and Sciences is pleased to be able to support faculty travel to up to $400 per faculty member per academic year. 
Guidelines
1.
The college will support faculty travel to make scholarly presentations at professional meetings. The $400 supplement will be shared if authorship is shared.
2.
All tenured/tenure track faculty are eligible.

3.
The department’s support must match or exceed that requested from the college.
4.   Request for Travel forms are no longer required (WIU Business Services email 6/17/11).  However, VP approval is required for all expenses over $500, including travel.  Please follow the college’s prescribed process by submitting all forms as soon as possible, especially given past budgetary issues.

5.
Requests for reimbursement will be submitted on the accompanying form to the college office as follows.   In the current fiscal situation, requests not submitted within the following quarter may not be funded.

For papers presented



Form due


July 1, 2011 – Sept. 30, 2011       

Fri. Oct. 07, 2011

Oct. 1, 2011 – Dec. 31, 2011


Fri. Jan. 06, 2012


Jan. 1, 2012 – March 31, 2012

Fri. Apr. 06, 2012

Apr. 1, 2012 – June 30, 2012 

            Tues. July 3, 2012
*date may change depending on when the university sweeps our budget.

	By January 4:  To facilitate planning, Departments should submit a list indicating their expectations for all supplemental travel funds needs for the remainder of the academic year –  January through June. On this list, please indicate for each participating faculty member: 

· Name

· Conference name

· Conference location

· Presentation planned
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