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Travel and Professional Development Funds Guidelines

2009-2010
Each year (July 1 - June 30) Conflict Resolution students are eligible for the following, contingent upon the availability of funds:

Up to $600 travel money = Transportation to, from or between conferences/study abroad/field research/internships/etc, lodging for any of these purposes, and other related items at the discretion of the program


Up to $500 professional development money = purchase of business cards, registration fees for CR associations/conferences/non-credit trainings, registration fees for career fairs, and other related items at the discretion of the program 
These funds may be combined.  Conference travel and fees will only be supported if students are invited to present.  A maximum of $400 will be awarded.
Procedures:

Step 1. Submit a completed Travel and Professional Development Funds Request form (available on website), via email, to Amanda Ruthven at least two weeks in advance.  
Step 2. If approved, Amanda will send you an approval email.  Submit the following to Carolyn Sofman after the purchase/return from travel:

a. a memo explaining the actual expenses and listing your GU student ID Number, phone number and current mailing address


b. original receipts showing proof of payment


c. for air, bus or plane travel – tickets and/or boarding passes


d. for external training – a completed External Training Evaluation form (available on website)

Step 3. No requests will be accepted after May 1 for the current fiscal year.  All receipts must be submitted by June 1 of the current fiscal year.

**Reimbursements will only be issued in the same fiscal year in which travel/professional development activities are conducted; if your travel spans two fiscal years the money will be taken from the latter fiscal year budget.
