The intent of the Graduate Student Senate Travel Award Program is to provide partial travel support to graduate students who present and attend academic workshops or conferences.  Submission of an application does not guarantee that an award will be granted.  Travel Awards will range from a minimum of $50.00 to a maximum of $500.00, regardless of whether the application is filed as an individual or group. All requests for awards must be submitted by May 1 of the Spring semester.  Applicants can only receive award money once in an academic year.

THIS IS A REIMBURSEMENT AWARD ONLY.  You must submit all original itemized receipts for expenditures in order to receive payment.  Please make copies of all materials for your records.  Any forms included in this packet may be copied for use in the application process.  Reimbursement for alcohol will NOT be made.  Any reimbursable charges may not be split for reimbursement among more than one individual. For example, if one person charges all hotel costs to his credit card, only he is eligible for reimbursement for hotel costs.   
The following are the State of Maryland and GSS guidelines for reimbursement amounts pertaining to certain costs:


*Breakfast
$8.00


*Mileage: $0.445 per mile


*Lunch

$10.00

               *Lodging: Up to 50% of cost


*Dinner

$21.00

________________________________


Total:

$39.00/day

1. The maximum amount of each award for presentation of a paper, workshop, or lecture at a conference is $500.00 (five hundred dollars).  This award mandates the attendee present the material taught at the conference to either a registered UB club or to a class in which the conference topic or a related topic is being studied. The application process requires:

· Travel request must be submitted at least 45 days prior to the intended travel date. Schedule a meeting with GSS to introduce travel request.
· A copy of the letter of acceptance for presentation

· A copy of the conference or convention agenda

· A copy of the paper or outline of the presentation to be presented

· A letter of support from a faculty advisor

· Completed application, travel proposal, expenditure approval form, and presentation evaluation form

Once returned from trip:

· All original itemized receipts for expenditures. These materials must be submitted within 2 weeks of return from conference
· An outline of the materials to be presented  to a UB class, club or organization within 2 weeks of return from conference
· Presentation of conference materials to a class or registered UB club within a month of returning from conference. Have your sponsoring faculty advisor sign and date the application form indicating your presentation arrangement.
· Notify GSS of date, location, and time of presentation

· Completed evaluations of the presentation by the professor and students in attendance
2. The maximum amount of each award for attendance and presentation of materials is $300.00 (three hundred dollars).  This award mandates the attendee present the learned material to either a registered UB club or to a class in which the conference topic or a related topic is being studied.  The application process requires:
· Travel request must be submitted at least 45 days prior to the intended travel date. Schedule a meeting with GSS to introduce travel request
· A copy of confirmed registration to the conference
· A copy of the conference or convention agenda
· A letter from a faculty advisor advocating attendance as a furtherance of educational goals
· Completed application, travel proposal and expenditure approval form
Once returned from trip:

· All original itemized receipts for expenditures. These materials must be submitted within 2 weeks of return from conference
· An outline of the materials to be presented  to a UB class, club or organization within 2 weeks of return from conference
· Presentation of conference materials to a class or club within a month of returning from conference. 
· Notify GSS of date, location, and time of presentation

· Completed evaluations of the presentation by the professor and students in attendance
PLEASE RETURN ALL MATERIALS TO THE GSS PRESIDENT’S MAILBOX IN THE CENTER FOR STUDENT INVOLVEMENT, STUDENT CENTER 303.  IF YOU HAVE ANY QUESTIONS REGARDING THIS MATERIAL, PLEASE CONTACT THE GRADUATE STUDENT SENATE AT ubgss@ubalt.edu or (410) 837-4681.
