College of Science

Student Academic Travel Guidelines

The College of Science values the engagement of students in activities that mirror the professional life of their discipline.  When faculty submit proposals for  activities which include student academic travel supported by student academic travel and/or College of Science funds, the following guidelines must be followed.

· To request student academic travel funds:
· Use the attached application form
· Fill in the form completely
· Submit the application well before the first payment (usually registration) is due
· Provide an explanation for the costs listed in the “Total” column
· Chair must provide a justification and sign the form

· The dean’s office will notify the chair regarding the response to the application

· Before departure on the planned trip

· Go to CSU Forms on Cougarnet and select the  “Administrative” link.  Under the “Human Resources” heading, select “Student Activities Fund.”

· Provide all the information requested (leave Budget account # blank).

· You now have two options

· The faculty/staff sponsor may have all or a portion of the funds awarded provided in a check prior to departure.

· The sponsor will be responsible for the distribution of these funds and the collection of receipts documenting the expenditures.

· By filling out the check requests on page two and submitting them in time, you may have registration fees, lodging expenses and airline fees paid by the University, in advance.

(It appears that there is a third option in which the individual students may be provided advances.  I would advise caution here, since the sponsor will be responsible for collecting all the necessary receipts.  If you wish to try this approach, you should contact Cindy Relford to clear this plan)

· Have each student complete and sign a “Release and Waiver of Liability” form and keep the signed copies in your department office

· Submit this form to the dean’s office at least five (5) days before funds are needed
· ***Do Not Pay for Student Expenses Yourself*** Reimburement may not be possible if you do. 
· Upon return from the trip

· Submit the necessary receipts to Ms. Relford (suggest making copies)
· Provide the office of the dean with a brief  report (as a Word file) of the experience

· Indicate any recognitions received by the students

· Provide digital photos of the experience

· Faculty supervisors and department chairs are responsible for knowing and implementing these guidelines

University Guidelines for Student Travel can be found HERE.
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College of Science

Application for Student Academic Travel Funds

Faculty sponsor(s) completes this application and submits to the appropriate department chair for endorsement and forwarding to the dean.

Organization Name:  enter name
Name of Faculty Sponsor:  enter name
Nature of Activity:   (Paper presentation, Competition, Special Travel, Research Activity)

 FORMDROPDOWN 

If “other” explain:      
Destination:       
Number of Students Participating:       
Departure date:           Return date:       
Department Chair Endorsement and Comment on Value to Department (Additional comments on back; indicate amount of departmental support in column 3 below)

     





_______________________

___________






 Chair Signature                 

Date

Funds to be paid directly to students for personal vehicle use, board, and meals may come only from SAT funds.  Use of University vehicle, rental of cabin, campsite, room (paid in advance by department), and perhaps registration fees may be paid from departmental or college funds.  Policy is not clear here and may be changed. Tab between fields during entry.
	
	(1)

Total


	(2)

Student/

Organization
	(3)

Department
	(4)

Request
	(5)

SAT

Fund
	(6)

COS

Dean

	Registration
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Lodging
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Meals
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Travel
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Other
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	TOTAL*
	$   0.00
	$   0.00
	$   0.00
	$   0.00
	$   0.00
	$   0.00


*When finished you can right-click on totals and choose update for automatic calculation

