CONFERENCE TRAVEL APPLICATION
Department of Asian American Studies
Cover Sheet

	Date:
	


	Name:
	


	Mailing Address:
	


	Student ID  Number:
	

	Citizen/Permanent Resident of US?
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	California Resident?
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


	Conference Name:
	     

	Conference Dates:
	     

	Conference Location:
	

	Conference Presentation:
	

	Paper Title:
	

	Explain “Other” Project:
	


You must attach an abstract of the presentation to this form

	Estimated Conference Budget

	Travel fees:
	

	Conference registration fees:
	     

	Lodging:
	     

	Total amount requested:
	     


	Faculty Adviser/Committee Chair:
	     


Please list previous support from the department for conference travel:

	Conference Name
	Conference Dates
	Amount Awarded

	1.       
	     
	     

	2.       
	     
	     

	


Check the following:

 FORMCHECKBOX 

I have read the Departmental Policy Statement on Conference Travel Grants

 FORMCHECKBOX 

I have attached an abstract of the paper that I submitted for the conference

 FORMCHECKBOX 

I have attached a copy of the notification that the paper has been formally accepted for presentation at the conference

 FORMCHECKBOX 

I have attached a copy of my unofficial transcripts

	


SIGNTURE OF FACULTY ADVISER/COMMITTEE CHAIR:


The conference application meets my approval.

	
	
	


Signature








Date

STUDENT CONFERENCE TRAVEL GRANT APPLICATION
Conference travel funds are to be used solely to help students defray the travel costs to and from the conferences.

The department has limited funds available for graduate students traveling to a conference which they will be presenting a paper of their own research.  Accordingly, the amount of the conference travel grant awarded may not cover the total of conference fees, lodging, and travel expenses.

STUDENT ELIGIBILITY
To be eligible to apply, students must be listed in the conference program and presenting at the conference.  Funds are not available for students who simply attend a conference.

Students must also be registered, on normative time-to-degree, and carry a full-time unit load (12.0 units).

EXPENSES ELIGIBILITY

Funds are restricted to travel costs, lodging, and conference registration fees.  No other expense(s) are allowed.
NOTE:

Applications will be evaluated on the applicant’s scholarly promise and academic achievement; the amount of research and travel support that the applicant has previously received; and the applicant’s progress in the graduate program.
COMPLETING THE APPLICATION

· The Conference Travel Grant Application must be typed. 
· REQUIRED SUPPORTING DOCUMENTS

· A current copy of the applicant’s unofficial transcript.

· An abstract of the conference paper.

· A copy of the paper’s acceptance by the conference (or submitted as soon as it becomes available).

· Applications must be completed and submitted by the announced deadline.
· Conference funding will be disbursed to students after the conclusion of travel and the submission of original conference receipts.  Students must budget for their travel accordingly.

· Submit all receipts to be reimbursed upon immediate return from conference travel.  If this is later than the deadline (next page) notify the department immediately.
CONFERENCE TRAVEL GRANT VERIFICATION OF EXPENSES
Expenses must be incurred during the 2011-2012 Academic year. Conference-related receipts eligible for reimbursement must be received by May 25, 2012.
No retroactive funding.  Expenses incurred after the receipt deadline will not be eligible for reimbursement.

Only ORIGINAL receipts will be accepted.  Faxes or copies of receipts will not be accepted.  If personal vehicle is used, a mileage expense report is also required (see last page of this application).

Receipts must be for transportation, lodging (room and tax), and conference related registration fees. Receipts for food will not be accepted nor are non-cash certificates used for the purchase of transportation or lodging.
· TRANSPORTATION
Airlines:

Airlines paper ticket “passenger receipt”.  Usually the final card in the ticket booklet
electronic/ticketless transactions.  We recommend you request a passenger receipt at the time of reservation.  Internet generated itinerary will be acceptable as long as it include your name, dates of travel, amount and method of payment. 
Car:

A mileage expense report must be submitted if personal vehicle is used.

Submit a printout from Google Maps or Mapquest for each destination.
· LODGING
A receipt from the hotel is required.  Receipt must indicate name and dates of stay.

Only room and tax will be covered.  If sharing a room with another attendee, be sure the billing receipt is under your name and that you receive an itemized version that breaks down charges per day.  Indicate on the receipt the number of additional room occupants (aside from yourself) that are sharing the expense of the room.
· CONFERENCE FEES
The receipt for conference/registration fees must be from the conference sponsor.

SUBMISSION OF RECEIPTS:

If a receipt is smaller than 8 ½” by 11”, tape it to an 8 ½” by 11” piece of paper.

Each page must include name, university ID number and type of grant (conference/research).  Using a highlighter indicate the dates and total amounts on each original receipt submitted.

Include mileage expense report if personal vehicle is used.

NOTE:

A UCLA financial statement must be on file with Graduate Student Support prior to the disbursement of funds.
A UCLA statement of citizenship form is required for non-residents prior to the disbursement of funds.

MILAGE EXPENSE REPORT FOR PRIVATELY OWNED VEHICLES
	Name:
	
	Date:
	


	Funding Source:
	
	Driver’s License Number:
	


	Purpose of Trip:
	


	Are you a UCLA employee?
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No


	


	Date of Trip:
	

	Point of Origin:
	

	Point of Destination:
	

	Total Mileage
	


NOTE: 

Submit a printout from Google Maps or Mapquest for each destination.

