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Student Travel Funding 
Information and Application
APPLICATION PROCESS
Travel applications are accepted on a rolling basis until all funds have been allocated; therefore, it is to a student’s advantage to apply early in the academic year.  Students are required to submit the completed application as an e-mail attachment to stem@augsburg.edu at least three weeks prior to travel.
SELECTION CRITERIA
Funding decisions consider the following factors:  

· type of conference (academic discipline conferences where students are presenting or performing receive priority)

· completeness and overall professionalism of application

· the extent of the student’s active participation in the conference

· benefit to the student’s learning experience

· reasonableness of requested travel budget

· availability of funds balanced against number of requests 
BUDGET 
The maximum awarded per student is $800.  Please do not inflate your request, as any savings will go towards travel experiences for other students.  The requested budget should be cost-conscious and be based on solid estimates.  

TRAVEL REIMBURSEMENT
Students are required to meet with the STEM Administrative Assistant, Kirsten O’Brien, before making travel arrangements. You  may set an appointment with her at obrienk@augsburg.edu.  Upon return, students must submit itemized receipts with a Budget Expenditure Report within two weeks of completing travel.  Unfortunately, we cannot reimburse for items with no accompanying receipt.  Students can expect reimbursement checks approximately two weeks after submitting all required documentation.  
EXPECTATIONS OF STUDENTS
Students must understand that they are representing Augsburg College and that the same standards of behavior as outlined in the student handbook apply while traveling.  The funded student is expected to take in the full range of conference activities on the days in attendance.  LSAMP does not support students making a presentation and then “skipping out” of the conference for a vacation.   
LSAMP
2012-13 Student Travel Funding Application
Please complete the following sections electronically.
	Student Name ________________________________________Date ____________________

E-mail ________________________________ Daytime or Cell Phone_____________________
Class Year _________  Major(s) ____________________Anticipated Grad Date ____________




Group applicants should copy and paste the above table and complete for each student who plans to attend.

Department you are representing ___________________________________________________
Conference Title ________________________________________________________________

Location __________________________     Conference Dates ___________________________


Expand Response Space
Responses need not be lengthy, but clear and comprehensive.    
1. Please describe your role at the conference.  Will you present a poster, give a talk, make a performance, serve as panelist, etc.?

2. If presenting, please give the title of the presentation.   

3. Please describe how this conference will contribute to your academic or vocational development.
4. Will you receive travel support funds from other sources?  Yes____  No ____  
If yes, please detail sources and amounts.   

5. Anticipated Conference Costs 
Replace all number signs and estimate dollar amounts.  

	Airfare 
	$

	Taxi fare (public transportation should be used when available and when more cost effective)
	$

	Public Transportation
	$

	Car Rental (only if driving to the conference; LSAMP does not pay for rental cars at the conference site)

___#__ days x ___#___ cost per day

	$

	Car Travel (personal car, not rental)

__#__ miles x .50 per mile (Augsburg’s reimbursement rate)

	$

	Hotel __#__ nights x __#____ cost per night (LSAMP pays only for hotel costs related to conference stay; students staying additional nights for personal reasons must cover the costs.)


	$

	Registration (copy of registration fee must be turned in with other receipts for reimbursement after conference)

	$

	__#__ meals (those not included in conference registration)
	$

	Other (please specify)

	$

	TOTAL   
	$


I understand that I will not be reimbursed by LSAMP until all travel is completed and receipts and Budget Expenditure Report have been submitted unless special arrangements are made with the LSAMP Office.  I agree to submit receipts and Budget Expenditure Report within two weeks of my return.  I agree to adhere to the student conduct rules as outlined in the Augsburg student handbook.
	PLEASE SUBMIT TO stem@augsburg.edu AS AN ATTACHMENT TO AN E-MAIL FROM THE SPONSORING PROFESSOR’S ACCOUNT DEMONSTRATING HIS OR HER APPROVAL.


For record-keeping purposes only: 


Did either parent/guardian graduate from a four-year college?  Yes ________ No_______ 





Do you think you might qualify as a low-income student?  Yes _________ No ________





What ethnicity do you identify yourself as? _____________________________________








