REQUEST FOR FUNDS FOR CONFERENCE PARTICIPATION*
Faculty Member: Complete this form then email to your division chair for approval.  
Division Chair:  Approve the form and forward it to Brooke Stone.
Today’s date:

Name:    


 

Name of conference:
Location:







Dates of travel: 
Are plans to attend firm or tentative?:  

Please indicate your level of participation (invited speaker, session chair, panelist, presenter, attendee, mentor for student presenter, e.g.): 
Reimbursement Policies –The College will reimburse you up to $1500 per year for conference attendance in, approved by your Division Chair and the Dean, assuming you do not have other enabling funds.  Conference registration fees may be paid in advance with a college procurement card, check request or reimbursement with proof of your payment.  An expense report with receipts should be submitted to the dean’s office within two weeks after the conference.  An expense report form is available at https://centrenet.centre.edu/ICS/Academic/Academic_Affairs/Forms.jnz. 
Estimated Expenses (receipts required for all expenses):  
 Provide actual expenditures even if they exceed amount to be reimbursed.  
	Registration Fee
	$ 

	Air Fare
	$ 

	Personal Auto (.67 per mile) 
	$ 

	Taxi/transportation for payment
	$ 

	Meals
	$ 

	Room
	$ 

	Other (Parking)
	$ 

	Total 
	$ 


Approved by Division Chair:  
                              Date Approved: 
Approved by Dean:
                                                      Date Approved: 












Updated 02/27/24
* These funds are for conferences/workshops only.  Other professional travel requests go through FDC.  

